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CIS Policy Manual 
 

Index 
 

October 27, 2003 
 
 
1000 - CONTRACT MANAGEMENT     Revision Date 

 
1001 - Contract Implementation    3/27/01 

   
  1002 - Key Personnel      3/27/01 
 
  1003 - Consultants      3/27/01 
 
  1004 - Travel Outside the CIS Region   3/27/01 
 

1005 - Honoraria      3/27/01 
 

1006 - Subcontracts      3/27/01 
 

1007 - Deliverables      3/27/01 
 
 
2000  - CIS PROGRAM ADMINISTRATION    Revision Date 
 

2002 - Role of the Leadership Council and Task Forces 8/16/01 
 

2003 - Space and Equipment     8/16/01 
 
2004 - Communication Systems 
 
  (C) Telephone Communications   8/16/01 
  (G) Telephone Calling Cards   8/16/01 
 
2005  - Regional Program Guidance 
  
  (A) Collaboration With Outside Organizations 8/16/01 
  (B) Regional Experts    8/16/01 
 
2006 - Site Visits 
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2000  - CIS PROGRAM ADMINISTRATION (cont.)   Revision Date 
 
  2007  - Promotions 
 
    (F) Regionally Developed Promotion Materials 8/16/01 
    (G) Promotion of NCI Publications  8/16/01 
 
  2008  - Collaboration with Parent Institution   8/16/01 
 
  2010 - Lobbying Activities     8/16/01 
     
  2014 - Purchase of Publications    8/16/01 
 
  2015 - Regional Web Sites     8/16/01 
 
  2016 - Intellectual Property     8/16/01 
 
 
3000 - EVALUATION       Revision Date

 
3001 - Data Collection 

 
(A) Coding      10/10/03 
(B) Limitations     6/6/01 

 
  3002 - Cluster Codes      6/6/01 
 
 
4000 - PROGRAM OPERATIONS     Revision Date 
 

4001 - Service Operations 
 
  (A) Hours of Operation    6/12/03 
  (B) Routine Closings    11/22/02 
  (C) Special Closing Situations and Emergencies 9/17/03 
 
4002 - Telephone Greeting     12/2/02 

 
4003 -  Responsibilities of Information Service Staff  6/12/03 
 
4004 -  User Anonymity     10/27/03 

 
4005 - Information Service Staff Identification  11/22/02 
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4000 - PROGRAM OPERATIONS (cont.)    Revision Date  
 

4006 - Information Service Followup Calls and  
Call Backs      11/22/02 

 
4007 - Sending Materials 

 
(A) Publication Orders    11/22/02 
(B) Methods     11/22/02 
(C) Third Parties     7/30/03 

 
4008  - Specific Types of Inquiries 

 
(A) Media      9/17/03 
(B) Government Officials    11/22/02 
(C) Third-Party Payers and Law Firms  6/12/03 
(D) Inquiries From Other Countries  11/22/02 
(E) E-mail Inquiries    11/22/02 
(F) Inquiries to Parent Institution   6/12/03 
 

4009  - Partnership Program 
 

(A) Staff Responsibilities    10/10/03 
(B) Regional Communications   11/22/02 
(C) National Partners    11/22/02 

 
4010 - Organizational Structure 

 
(A) Regional Management Team   6/12/03 

    (B) Staff Management    6/12/03 
 

4011  - Communication Systems 
 
  (A) Accessing Electronic Resources  6/12/03 

    (B) CIS Directory     6/12/03 
  (C) Transfer of Calls to the Information Service 6/12/03  

    (D) Reporting Problems    6/12/03 
(E) Telecommunication Devices for the Deaf  
  (TTY)     6/12/03 

 
4012   - Promotions 
 
  (A) Promotion Activities    10/27/03 
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4000 - PROGRAM OPERATIONS (cont.)    Revision Date 
 

(B) Use of Program Identifiers by CIS  
Contractors     10/27/03 

(C) Use of Program Identifiers by Other 
Organizations, Including the Media  10/27/03 

    (D) Telephone Book Listings   10/27/03 
(E) Promotion of CIS Program by Parent 

Institution     10/27/03 
(F) Purchase of Advertising   10/27/03 
 

4013  - Assistance to the National Cancer Institute  6/12/03 
 

4014 - Supplemental Funding    6/12/03 
 
  4015 - Fund-raising      6/12/03 
 
 
5000 - REFERENCES AND RESOURCES    Revision Date 
 

5001 - Approved Resources   
 

(A) NCI Resources    11/8/02  
(B) Non-NCI Resources    11/8/02 
(C) Embargoed Information   11/8/02 
(D) World Wide Web    11/8/02 
(E) Regional Resources    11/8/02 

 
5002 - Background Resources 

 
(A) Internal Use Only    2/23/01  
(B) Health Communications   3/12/03 

 
  5003 - PDQ       3/12/03 
   
  5004 - Project Office      3/12/03 
    

5005 - Referrals 
   

(A) Health Care Providers    8/11/03 
(B) Clinical Trials     8/15/03 
(C) Agencies and Organizations   4/2/03 
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5000 - REFERENCES AND RESOURCES (cont.)   Revision Date 
 

5006 - Handling Specific Inquiries 
 

(A) Complaints     3/12/03 
(B) Donations     3/12/03 
(C) Complementary and Alternative Medicine 2/23/01 
 

  5007 - State Referrals      2/23/01  
 
5008    - Development, Translation, and Production of the 3/12/03 
  Regional Technical Materials  

 
 
6000 - TRAINING AND QUALITY ASSURANCE   Revision Date  
 
  6001 - Initial Training     1/22/01 
 

6002 - Continuing Education     1/22/01 
 

6003 - Quality Assurance 
 
  (A)  Information Service    10/27/03 
  (B) Partnership Quality    10/10/03 
 

 
7000 - RESEARCH, PRESENTATIONS, AND PUBLICATIONS Revision Date 
 
  7001 - Participation in Research Activities   10/27/03 
 
  7002 - Presentations      10/27/03 
 
  7003 - Publications      10/27/03 
 
 
 


